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CERTIFICATION IS TO BE COMPLETED PRIOR TO 4 PM EST THE TUESDAY 
FOLLOWING THE END OF EACH PAY PERIOD.  ANY EXCEPTIONS TO THIS 

DEADLINE WILL BE ANNOUNCED ON THE ESS AND ATAAPS HOMEPAGES. 
 

 
CERTIFICATION: 

 

To perform certification responsibilities using the ATAAPS Web version, follow the instructions 

below: 

 

1. Open browser (Internet Explorer is preferred)   

NOTE:  Browser must be 128 but encrypted and Internet Explorer version 5.x or higher. 

 

2. Go to the U.S. Department of Energy‟s Employee Self Service at the following URL:  

 

https://mis.doe.gov/ess 

 

Note:   DOE Employee Self Service is available from your home using your local Internet 

Service Provider anytime, Monday through Saturday.  The enterprise server database files are 

taken down for backup purposes each Sunday from 7:45 p.m. until midnight Eastern Time. DOE 

Employee Self Service will not be available during these backup periods.  

The myPay website is usually unavailable each Sunday from approximately midnight until 6:00 

a.m. Eastern Time. This outage affects viewing your leave and earnings statements as well as 

updating payroll functions. ESS will be available as normal during the myPay outage.  

 

 

https://mis.doe.gov/ess
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3. Click "Login" and the following screen will appear.  Enter your User Name or CHRIS 

Employee ID and Password. 

 

 

 

4. Click on “Authenticate Me” and the following screen will appear. 
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To log into ATAAPS, click on the Time and Attendance (ATAAPS) tab in the drop-down menu 

under the Time/Leave tab on the ESS homepage. 

 

 
 

The Privacy Warning page is then displayed. 

 

 
 

After reading the disclaimer, click "Yes" to continue. 
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The ATAAPS main menu will appear.  First, verify the correct UIC is listed next to the “Change 

UIC” link.  If you have access to more than one UIC, click on the link to change.  To certify 

time, click on the "Certification" link. 

 
The following page is then displayed.  To change pay periods click the << button to proceed to 

the prior pay period or the >> button to see the next pay period.  Alternatively, click the Begin 

Pay Period drop down arrow, then click the PayPeriod button to select that pay period.   To 

certify time for a different Roster, use the << or >> button to proceed to another Roster.  You 

may also click the Roster drop-down arrow, and then click on the Roster button to select that 

Roster.  Notice that the system displays the earliest date in which Certification can be completed 

for the current pay period. 

 

 
 

 

Verify UIC 
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First, the certifier is to view the labor details for each employee by clicking on the “Book” icon.  

After reviewing the labor details, click the “Back” link on the page and do not use the browser 

buttons. 

 

To certify an employee‟s data after reviewing their detail information, click in the Certify 

check box then click Save.  To decertify, uncheck the box then click Save.   

 

Note:   The Certify check box will be grayed out if all employee labor hours have not been 

reported or if the certification window is not yet open.   Certification may be performed 

beginning the second Thursday of the pay period until the following Tuesday prior to 4 pm EST.   

 

The following screen appears after you select the “Book” icon. 

 
 

The certifier is to review each day‟s labor hours and ensure that all time is reported accurately.  

If changes are required, notify the timekeeper to make the changes.  Once changes are 

completed, you will repeat these steps to review the modified timecard. 

 

Certifying an employee‟s timesheet will lock their labor record.  The timesheet can be viewed, 

but not modified.  To make a correction, the certifying official must „de-certify‟ the timesheet by 

un-checking the box and saving.   

 

Once all timecards have been successfully certified, the screen appears as below. 



DESKGUIDE – ATAAPS CERTIFICATION 

 

7 

REPORTS: 

 

The following reports should be used by certifiers. 

 

 

LEAVE SLIPS: 

 

To view leave slips that have been submitted by members of a specific Roster, click on the 

“Leave Summary by Roster and Pay Period” report from the ESS homepage in the Time/Leave 

drop-down menu. 

 

 
 
The following screen appears: 
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Use the down arrow button to select the Team and then click the Continue button.  The following 

screen appears: 

 
 
The certifier is to verify that all leave has been recorded properly on the timecard.  If you click 

on the status of a particular request, the leave slip will open up for your review. 

 

 

 

LEAVE BALANCES: 

 

To view the leave balances of a particular employee, click on the “View Employee Leave” link 

on the certification details page.  This page is displayed after clicking on the “Book Icon” for 

each employee during the certification process. 

 

 

 
 

 

Goofy, Really 
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After clicking on the link above, the following chart appears. 

 

 

 
 

If the employee has any earned Comp Time, Travel Comp Time, Religious Comp Time, Non-

Pay Hours, etc, these will appear in the chart as well. 

 

 

 

 

Goofy, Really 


